
Select the Training Course 

As a vendor for the State of Minnesota, you should take the vendor training course linked from 

the Supplier Portal so you can: 

 

• Register as a vendor 

• View invoices and payments 

• Change your information 

• View purchase orders 

• Respond to events 

 

The vendor training course uses a tool called User Productivity Kit (UPK) to present the training 

material. This tutorial walks you through how to use the UPK player in order to complete the 

course.  

 

 

 

Getting Started – 5 Easy Steps  

http://www.swift.state.mn.us/doc/upk/ss5/player/toc.html
https://supplier.swift.state.mn.us/psp/fmssupap/SUPPLIER/ERP/h/?tab=SUP_GUEST


Open the Player 

 

 

 

Open the Course 

When you click the link to open the training course, the player automatically opens displaying 

the lesson  titles on the left. Click the plus “+” sign to expand a lesson. Expanding the lesson 

allows you to see the individual topics contained within the lesson.   



Select a Topic  

within a Lesson 

 

 

 

Lesson Content 

(A) – Highlight a topic 

by clicking on the title. 

(B) – Click on a mode to 

view the topic. The topics for Lesson 1 are now 

expanded.  Once a lesson has 

been expanded, a minus “-” sign 

will appear. To collapse the lesson, 

click on the minus “-” sign.  

 

(A) To begin a topic, click the topic 

name in the menu. You do not have 

to start with the first topic; you can 

select whichever topic you wish to 

view. 

 

(B) Next, click to select the mode 

you wish to use to view the topic. 

The next slide describes the 

modes. 



Select a Viewing Mode 
You may view a topic in either of two play modes: 

See It! – provides an animated 

demonstration of completing a task in a 

simulated environment. The UPK software 

completes all the required activities, such 

as moving the mouse and entering data.  

OPTION 1 

“See It” or “Try It”.  

Try It! – enables you to learn 

interactively in a simulated environment. 

The UPK software prompts you for 

mouse clicks and/or keystrokes to 

complete the task.  

OPTION 2 

Note: You may select either “See It” or “Try It” mode when opening a topic. “Try It” is recommended. 

Mode Descriptions 



Move to Next Topic 

Upon completing a topic, you will 

see a message recapping the 

content of the topic. In this example, 

you have completed the topic on 

resetting your password. Click finish 

to end the topic and return to the 

course menu. 

Complete Your First Topic 


